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GEORGIA DEPARTMENT OF LABOR 
EMPLOYMENT SECURITY AGENCY 

ADMINISTRATIVE SERVICES DIVISION 
RECORDS MANAGEMENT AND CONTROLS ,i 

Application Number 
i 
f 82-13 APPLICATION FOR 

AMENDMENT TO RECORDS RETENTION SCHEDULE 

Application Date: 

1/27/82 

Item number to be amended: #12 

Reads as follows: 
“Upon --compl 

c Record Series Title: CETA Client Control Files-General 

th foll 

Correspondence 

tion of the 12 mo 

FOR STATE RECORDS MANAGEMENT DIVISION USE 
Date Received Amlication No. 

’ Person to Contact: Joyce Eunice 

Telephone No. 656-6332 

- - w-up of all trainees, cut 6ff 
at fiscal year; transfer to State Records Center, retain five years and until 
the satisfactory completion of‘all audit requirements, then destroy.” 

/ 

twelve month 
Amended to read: “Upon completion of the/ follow-up of all trainees, cut off at the 

year; transfer to the State Records Center, 

forchange: To enable the immediate transfer of these - space considerations. 

AUTHORITY: 
Division Director/Designee: 

Attorney GeneraVDesignee: 

ESA-143 (3/80) 
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_.____I 

* Georgia Department of Labor I 

-- -~ # ~ Records Management and Controls 
INSTRUCTIONS: The Records Management Officer qf the Agency's Recbrds Management and Controls Unit will be of assistance in com- 
pleting this form. After Division Qirector/Designee has signed the form, forward original to Administrative Services Division, Records 
Management and Controls, 130 Memorial Drive, S. W., Atlapta, Georgia 30303. Attention: Records danagement Officer - --- _-_- FOR AGENCY USE I 1. Age1 
.. 

mployment T r a i n i n g  n 
k e o r g i a  Department 07 LCIYVl 

Date Completed 

mployment T r a i n i n g  nd l a n n i n g  
Eeorg ia Department 07 Lagor 

82DOL-3 
~ I - __ - -  _ _ _  - -  _._~I 

?r Personto Contact Working Title Telephone Number 
_______ ~ .__._ 656 -6 3 30 I Sandy WW 1 s 

%Action Reauested 
a. 
b. 0 

Establish Retention Schedule!record will continue to accumulate. 
Dispose of present accumulation; no further accumulation anticipated. 

4. Dates of Series 

CETA C l i e n t  Cont ro l  F i les-Genera l  Correspondence -~ - -- 
6. Division and Office Function What is the function of the Division and the Office in which this record series is created? 

The Employment T r a i n i n g ,  and P lgnn in  D i v i  i n o t h e  e o r  i a  De r meot .o f  Labor 
i.g divideh into three functinn: &e Jo8 gervfce, ptannyng, agg Eralnlng. 

The Training Division administers all CETA operations in areas where the Georgia 
Department of Labor is designated the administrative agent or has operational 
responsibility. 

The Central Records Unit processes CETA participant records, verifies participant 
eligibility,, prepares federal reports and participant infomation for 
management control. 

- -- _ _  1- ~~ 

7. Record Series Description This file contains the following documents (include form numbers end titles, if my): 
I 

Attach saqplqs of tyfile. 
pocumenprelatingto: c o r r e c t i o n  o r  r e v i s i o n  o 
i n v o l v i n g  p r o p e r t y  r i g h t s  o f  c l i e n t s  t o  t r a i n i n g  and r e s p o n s i b i l i t i e s  and performance 

enro l lment ,  t e r m i n a t i o n ,  6r f o l l o w - u p  records 

o f  t h e  Department. 

Included are: 
unnumbered t r a n s m i t t a l  l e t t e r  

File isaCranM: by geographica l  area (analogous t o  Area P lann ing  and Development Counci 1 boun- 
d q r i e s ) ,  a lpha by pr ime sponsor, thereunder i n  reverse or  accumulat ing c h r o n o l o g i c a l  o r d e r .  

. - .  i2 '..\& ~ 

< 
6 Z L  ~ '- 
3. Monthly Reference Rate How often are records referred to which are: 

One to six months old 100 ; Seven to twelve months old 0 ; Thirteen to twenty-four months old 
twenty-five months and older 1 ? 

Letter-size drawers 

~~, 

3. Annual Rate of Accumu ion of Records 
; Legal-size drawers ; Shelves ; Other (rpecifi) I9 

- . --- _---_ %- 

ESA-144 (3180) 
IAR-50-711 

~ (Over1 * .  
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(Place an "'X''in the proper column) 
w p y  of the series? ><< .A. 

.. 

. .  

=; ~~ 
~~ ~~~ ~~ 

information r e q u i r i i 7  
- 

~~ ~~~~~~ 

make it necessary to keep, the entire file for a long period, muld these documents 

~ 

ffice, or in another office or agency? 
~ 

~~~ ~~ ___ I 
r e g ~ m i c r o f i l m e d ?  _-l__-~~ 

_1/ I j. Doesthe record series resgtuha computerprintout? ~~ ~~ 

letention Requirements The following requires the series to be kept: 

a. State Law years. 

b. Statute of limitation - years. 

years. c. Federal Law ~. 
Attach copy or exert  of laws or regulations. Explain 

d. Audit period years. 

e. Administrative need ~~ years. 

f. Federal retention instructions 5 X years. 

dministrative need. 

- ~~~~~ __-_-._I_-.I-- ~~ _ -  
12. Approved Dispositian-lnstroctions ' This agency recommencthat the file ieries be cut off at the end of each: 

: ~ . . . r  - - . .  . ~ . . ~  ~ .~ . .  ' _ I  . . ~ .. ~. , ... , - . .. _. .... , . . ~, ~- 
0 Calendar Year; 0 Fiscal Year; @Other 5- . bQ \ad then. 

. . .  
month(.%) ~ ~ ~ year(s);then . . .  

~ . .  . .~~ ~- , . -  ~~ . .. -. 0 Hold in the w r p t  files area 

0 Transferto State-Records Center; hold 
[7 Destroy. 
0 Transfer to State Archives for permanent retention. 

. _ .  . .  , . . . . - . . .. . year(s); then ' ' 
. 

-a Transfer io lo&lhGldinga&a,; 
~ .. 

hold 

~. - .  vear(s); then ' . . 
.~ 

Other (Specify) 

Upon completion of  the 12 month f;ollow-up of all trainees, cut off at fiscal year', 
transfer to State flecgrds Center, retain five years and until the satisfactory 
completion of all audit requirements; fbr, c ( e ~ + ~ ~ y .  

These instructions aDDlv to al l  Drior and future accumulations of the series. - . .  . 

_--___I___ 

State Auditor/Desi 
attach letter of explanation.) 

Attorney GeneraVDesignee - -- 


